ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION

1. 

JOB IDENTIFICATION
1.1  
Position Title: 
Assistant ICT Officer
1.2  
Position Level:
P5

1.3  
Major Group:
Information & Communication Technology Services group
1.4  
Sub- Group: 
Information Technology

1.5  
Job Code No.:
11.540.05

1.6  
Job Location:


Ministry: ______________; Department: _________________; Division: ____________;


Section: _______________; Unit: ___________________

1.7  
Title of First Level Supervisor: 
ICT Officer

2. 
PURPOSE, DUTIES AND RESPONSIBILITES   (Describe the main duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position. Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):



Purpose: This role is for entry level positions applying basic skills in the areas of Applications/Programming, System Administration, Network Administration, Systems Analysis, etc. 
	        Duties & Responsibilities
	% of Time

	A. Policy

· Apply fundamental concepts, practices, procedures and existing policies and guidelines in specialized areas of information technology.

B. Managerial

· Facilitate the implementation of regional projects and work plan;

· Assist in the writing of research papers, briefs and reports, discussion materials;

C. Administrative

· Maintain records and documents related to the specific services provided.
	


Computer Programmer

· Assist in designing computer application programs;

· Assist in program design, coding and program testing;

· Develop block diagrams and machine logic flowcharts to represent operations and data flow for routine applications;

· Assist in preparing test data and written instructions for computer operations;

· Assist in integrating new technologies into the web environment;

· Train the users in utility tools.

Network Administrator

· Assist in troubleshooting network problems and correction of operational difficulties;

· Assist in capacity monitoring, tuning and administration of the network;

· Assist in the regulation of access to various files and database;

· Perform daily backups and updates of files and other utility programs;

· Troubleshoot networks to identify and correct malfunctions and other operational difficulties;

· Assist with reconfiguration, up gradation and troubleshoot computer hardware and computer network.

System Administrator

· Provide users with technical support;

· Manage user accounts (desktop, email) and project mailing lists;

· Manage software by ensuring license compliance and procuring new software;

· Prepare users by designing and conducting training programs; providing references and support;

· Maintain system performance by troubleshooting system hardware, software, networks, and operating and system management systems;

· Assist in upgrading systems by developing, testing, evaluating, and installing enhancements and new software.

System Analyst

· Assist in planning, designing, developing and launching effective information systems and operation systems in support of core organizational functions;

· Assist in researches and development of new approaches to data base design and analytic methods;

· Assist in formulate new or revising existing systems;

· Assist in preparing flowcharts of procedures and block diagrams;

· Assist in analyzing program requirements for a specified task and develop the methods to provide the appropriate solutions;

· Assist in the preparation of presentations and follow-up of proposals.

Database Administrator

· Assist in creating databases for new program development;

· Create database logins/roles and assign right for internal and external applications to use the database;

· Review table structure/schema changes proposed by the development team;

· Assure quality control, standardization, change management, and strategic planning for all database systems;

· Tune and monitor database environments to increase processing, performance and manage space utilization to ensure production procedures are optimally tuned;

· Assist in monitoring database system details within the database, including stored procedures and execution time, and implement efficiency improvements. 

Graphics/Web Designer

· Design creative, cost effective solutions for websites, publications, charts, newsletters, etc;

· Provide alternative designs and information on techniques of production, project specifications, graphic content, and media requirements;

· Maintain, modify and update existing website. Keep website current, determine sources and compile information for updates and inputs;

· Assist in website design, editing and developing content of site;

· Identify, evaluate and solves website problems;

· Tests and evaluate web pages for accuracy and functionality.

3. 
KNOWLEDGE & SKILLS REQUIREMENTS  (Minimum requirement for performance of work described) (Level of Knowledge, Skill and Ability):


3.1
Education: 




Bachelor in Computer Science/ Bach. in Computer Application (3 yrs course) 



3.2 
Training: 



3.3. 
Length and type of practical experience required: New recruit




3.4
 Knowledge of language(s) and other specialized requirements:

· Knowledge of programming languages, different operating systems and their environments;

· Knowledge of basic software engineering techniques and relational databases;

· Knowledge of networking tools and its integration;

· Good communication skills.

4. 
COMPLEXITY OF WORK   (Describe the intricacy of tasks, steps process or methods involved in work, difficulty and originality involved in work):                                      
Related steps, processes or methods with choices relatively obvious based on the information provided



Works on assignments that are routine in nature
5. 
SCOPE & EFFECT OF WORK   (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):



The Assistant ICT Officer works in accordance with the ICT Officer. 

Deals with a variety of conventional problems, questions or situations affecting the design or operation of systems or equipment

6. 

INSTRUCTIONS & GUIDELINES AVAILABLE

6.1 
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):



  

Receives instructions from the Senior ICT Officer and the ICT Officer

6.2 
Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):





As per the guidelines of the organization

7. 

WORK RELATIONSHIPS  (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors) :



Work involves interaction with the other staff of the organization on a regular basis.

8. 
SUPERVISION OVER OTHERS  (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised): 



Supervises the Technical Associates

9. 
JOB ENVIRONMENT  (Describe physical exertion required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
      No physical exertion is involved. Susceptible to eye strain, back discomfort, hand and wrist problems such as carpal tunnel syndrome.

